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Policy Statement: It is the policy of the City of Houston to follow
a course of progessive discipline as appropriate when an employee
violates City rules, regulations, policies, or those actions deemed
unethical or inappropriate to employee conduct. Employees shall
be subject to disciplinary action as set forth in the guidelines
below.

Policy Basis: Policy Statement

Policy Amplification: The purpose of disciplinary procedures is to
inform the employee of conduct or performance below standard, to
give the employee fair warning and counseling -so that individual
expectations are understood, to provide supervisors with correc-
tive action guidelines, and to provide appropriate documentation
in the employee's personnel record.

Discipline should be taken in a positive and progressive manner
and should be based on the severity of the offense, the record
of the employee, and other specifics related to the subject
offense.

Prior to the initial disciplinary step, the supervisor may coun-
.sel verbally with an employee, but that verbal counseling will
not become part of the employee's permanent record. Reference
to the counseling, however, can be made in subsequent written

_ reprimands or warnings related to the point of counseling.

As appropriate, there may be three progressive layers of discipline;

A, Written Warning or Reprimand: For single or repeated
infractions, the employee may be issued a written memo-
randum. If the situation giving rise to the warning
does not improve within a 30 day period (depending on
the severity of the violation), the supervisor may re-
peat the measure or initiate more severe discipline as
appropriate.

A written warning should be prepared following a dis-
ciplinary interview with the employee. The employee
should be given an opportunity to respond to the memo-
randum in writing and will be asked to sign the memo-
randum as an acknowledgement of receipt, and not neces-
) sarily as an indication of agreement with the action
taken. Copies of the memorandum will be distibuted
as follows:
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1. Original: To employee's file in the Personnel
Department,
2. Copy to the employee, and
3. Copy to the supervisor.
B. Suspensions: Should the infraction so warrant, an em-
ployee may be suspended from work without pay for a
specified period of time depending on the severity of
the violation. Although each incident should be evalu-
ated on an individual basis. A general example might
be as follows: '
- On first occurrence, a 3 to 5 day suspension may
result;
- On second occurrence, a 10 to 15 day or indefinite
suspension may result; and
) - On third occurrence, indefinite suspension may
haed result.

C. Discharge/Indefinite Suspension: Should the violation
warrant, removal of the employee from the payroll may be
accomplished by either discharge or indefinite suspension
as defined in Chapter 12 of the Code of Ordinances.

Documentation of disciplinary action will become part of the
employee's permanent personnel file and may not be used as a

"basis for justification for future discipline unless done so in

a timely fashion for a similar or related violation.

In accordance with established appeal or grievance procedures
in effect and pursuant to guidelines as they appear in the re-
lated section of the Code of Ordinances, the employee shall
have the right to have disciplinary actions taken against him/
her reviewed as procedurally stipulated. In no way does this
policy affect or preempt an employee's right to access such an
appeal or grievance procedure.

Not designed to be all inclusive and intended for purposes of
example only, the following disciplinary guidelines offer a
general base from which individual departments can address
their own, more specific concerns. As they occur, listed and
other v1olat10ns should be evaluated on a case by case basis but
addressed as consistently as is practicable.

Please see guidelines listed on Page 3 (of 4):
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Disciplinary Action Steps

ca se for Disciplinary Action:@*

1st Step

2nd Step

-3rd Stép

Zxcessive Tardiness/Absenteeism
sliror Horseplay

At sive Language

Fairlure to Cooperate
Jnsatisfactory Work Performance
Sz ety Violation

Fz_lure to Follow Directives

Written
Reprimand

Final
Written
Warning

or
Suspension

Discharge”
or
Indefinite
Suspension

Re oval of City Property
without Authorization

Irsubordination

R¢ ‘usal to Follow Directives

Soiicitation

Carelessness Resulting in
,0ss to. the City

M.susing, Destroying or Damaging
City or Employee Property

Financial

Written
Warning

or
Suspension

Discharge”

Indefinite
Suspension

or

d
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Fl#grant Insubordination

A+ Work Under the Influence of
Jrugs or Alcohol

Deliberate Destruction of
City Property

F ghting _

T.eft of City or Employee
Property

M jor Safety Violation

F lsifying City Records

Possession of Weapons oOr Explosives
on Premise

1 moral or Indecent Conduct

Indefinite
Suspension
or

b

Discharge”

§°$

&
K
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4
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+ This list is not intended to be all inclusive or comprehensive.
examples to convey the concept of discipline based on the severity of any

given infraction and should be used only as a g

‘action.

ek

# Suspension may preceed discharge.

It uses

uideline for disciplinary
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Policy Compliance:

shall comply form policy date forward.

Employees through the department/division director

Policy Exceptions: Policy exceptions and/or violations shall be brought

to the attention of the Director of Personnel for review and recom-
mended course of action. ‘





